= upervisory Management 


INDEX/ VOLUME 16 January-December 1971 


Articles 
Absenteeism and Lateness The Overtime Fiasco......... Jan. 17 
; Period of Adjustment........ Jun. 15 
The Confidential Memo (A)... . Feb. 11 Protecting Jimmy’s Toes...... Jul. 13 
His Most Embarrassing Mo- Dec. 13 
ment (A)......+-+++s++ees Aug. 17 A Question of Bias?.......... Mar. 17 
A Surprise for Mrs. Porter (C).. “Mar. 43 
Authority 
women Check. Your Credibility Rat- 
The Disputed Agreement (A) May 9 sees Sep. 38 
Recognizing and Treating the Influence with the Boss (C)... Jul. 43 
Problem Drinker.......... May 6 Leadership as Influence (D)... Apr. 27 
The Trouble with Tillie (C).... Dec. 34 Peacemaker or Troublemaker? Sep. 21 
Solving Problems Through 
Appearance Company Channels........ Sep. 15 
Protecting Jimmy’s Toes (A).. Jul. 13 The Trying Transfer or Oct. 43 
A Question of Dress (C)...... May 42 howe to Your Au- jan. 21 
Shave and a Haircut? (C)...... Jan. 43 Why. We Follow the Chain of 
Appraisal , May 10 
Appraisals That Lead to Better Boss-Supervisor Relationships 
Performance..... Mar. 8 
Do Your Performance Apprais- Influence with the Boss (C).... jul. 43 
Nov. 2 Letter to a New Supervisor.... Jul. 2 
How Do Other Supervisors : 
How to Get Results from an In- The Supervisor and the Budget 
Feb. 2 Part 1: The Purposes of a 
The Importance of Being Ob- May 2 
Jun. T9 Part 2: The Budget Cycle... jun. 8 
What to Do About the Mar- Part 3: How the Budget Af- 
ginal Employee (D)........ Jul. 41 fects You, How You Affect 
lf You Were The Arbitrator: on 
The Confidential Memo...... Feb. 11 The Feud (Oct. 1970) . Discus- 
The Delayed Suspension... .. Apr. 11 Jan. 45 
The Disputed Agreement. .... May 9 Trouble in the Toolroom (Nov. 
Sep. 11 1970) Discussion.......... Feb. 45 
His. Most Embarrassing Mo- Shave and a Haircut?........ Jan. 43 
Aug. 17 Apr. 44 


(A)—Arbitration ; (C)—Case; (D)—Digest 


40 SUPERVISORY MANAGEMENT 


= upervisory Management 


INDEX/ VOLUME 16 January-December 1971 


Articles 
Absenteeism and Lateness The Overtime Fiasco......... Jan. 17 
; Period of Adjustment........ Jun. 15 
The Confidential Memo (A)... . Feb. 11 Protecting Jimmy’s Toes...... Jul. 13 
His Most Embarrassing Mo- Dec. 13 
ment (A)......+-+++s++ees Aug. 17 A Question of Bias?.......... Mar. 17 
A Surprise for Mrs. Porter (C).. “Mar. 43 
Authority 
women Check. Your Credibility Rat- 
The Disputed Agreement (A) May 9 sees Sep. 38 
Recognizing and Treating the Influence with the Boss (C)... Jul. 43 
Problem Drinker.......... May 6 Leadership as Influence (D)... Apr. 27 
The Trouble with Tillie (C).... Dec. 34 Peacemaker or Troublemaker? Sep. 21 
Solving Problems Through 
Appearance Company Channels........ Sep. 15 
Protecting Jimmy’s Toes (A).. Jul. 13 The Trying Transfer or Oct. 43 
A Question of Dress (C)...... May 42 howe to Your Au- jan. 21 
Shave and a Haircut? (C)...... Jan. 43 Why. We Follow the Chain of 
Appraisal , May 10 
Appraisals That Lead to Better Boss-Supervisor Relationships 
Performance..... Mar. 8 
Do Your Performance Apprais- Influence with the Boss (C).... jul. 43 
Nov. 2 Letter to a New Supervisor.... Jul. 2 
How Do Other Supervisors : 
How to Get Results from an In- The Supervisor and the Budget 
Feb. 2 Part 1: The Purposes of a 
The Importance of Being Ob- May 2 
Jun. T9 Part 2: The Budget Cycle... jun. 8 
What to Do About the Mar- Part 3: How the Budget Af- 
ginal Employee (D)........ Jul. 41 fects You, How You Affect 
lf You Were The Arbitrator: on 
The Confidential Memo...... Feb. 11 The Feud (Oct. 1970) . Discus- 
The Delayed Suspension... .. Apr. 11 Jan. 45 
The Disputed Agreement. .... May 9 Trouble in the Toolroom (Nov. 
Sep. 11 1970) Discussion.......... Feb. 45 
His. Most Embarrassing Mo- Shave and a Haircut?........ Jan. 43 
Aug. 17 Apr. 44 


(A)—Arbitration ; (C)—Case; (D)—Digest 


40 SUPERVISORY MANAGEMENT 


i 
i 
Reason for a Raise?....... 
May 
A Surprise for Mrs. Porter.... Mar. 
Jun. 
Unfulfilled Potential?........ Apr. 
Jul. 
A Question of Dress......... May 
Aug. 
The Talk of the Office....... Jun 
Sep. 
Influence with the Boss...... Jul. 
Oct. 
The Case of the Marginal Mail- 
Nov. 
Resentment in the Ranks..... Sep. 
Dec. 
The Trying Transfer.......... Oct. 
A Logical Chotoe?. Nov. 
The Trouble with Tillie. ...... Dec. 


Change 


(See Communication; Our Changing 


Society; Management Trends; 
Government Regulations) 


Clerical Control 


A Guide to Records Reten- 
Jul. 


Apr. 


Nov. 


Space Savers That Cut Costs 
and Boost Morale......... Feb. 
A Way to Control Clerical 
Jan. 


Communication 
(See also Counseling; Motivation; 
Training) 

Are You in Communication 


with Your Subordinates?.... Jul. 
Before You Try to Make a 


Aug. 


Better Human Relationships 
Through Better Communica- 
Jun. 
Better Training Through Com- 
munication Theory (D).... Oct. 


22 


17 


23 


35 


The Bond Between You and 


Your Subordinates......... Apr. 12 
Business Letters That Aren’t All 

Apr. 7 
Can You Level with Your Sub- 

Check Your Credibility Rat- 

Do You Motivate Your Subor- 

Do Your Performance Apprais- 

How to Worsen a Communi- 

How to Write a Better Memo.. May 12 
it Pays to Be a Good Listener 

Keep Your Business Letters In- 

Feb. 27 
Learning from Mistakes...... Jun. 21 
Lessons from a Communication 

Let Your Subordinates Be in the 

Apr. 19 
Make a Good Impression 

When You Write.......... Oct. 15 
Make the Most of Counseling : 

Making the Best of Bad News 

Apr. 36 
The Many Functions of Dis- 

The Message That Is Sent With- 

“Now | Have the Safest Shift” Dec. 18 
Peacemaker or Troublemaker? Sep. 21 
Safety: A Matter of Attitudes.. Feb. 15 
Seven Steps to Giving Clear In- 

Jun. 11 
A Silent Supervisor Decides to 

Aug. 12 
Some Ground Rules for Hold- 

ing a Rational Discussion (D) May 36 
Some Tips on Speaking Infor- 

The Spice of Life. Jan. 18 
Take the Strain off Working 

Relationships (D).....:.... Dec. 25 
Understanding the Needs of 

Your Subordinates......... Jan. 11 
When There’s a Reasonable 

You Can Control Your Attitude Ju/. 17 

DECEMBER 1971 41 


; 


43 
44 
43 
45 
42 
45 
42 
45 
43 
45 
43 
45 
43 
45 
43 
36 
43 
43 
34 
How to Improve Clerical Accu- 
30 
The Secretarial Role in Transi- 
|| 
2 
4 
| 


(A)—Arbitration; (C)—Case; (D)—Digest 


42 SUPERVISORY MANAGEMENT 


Computers 
‘What Should You Know About 
Electronic Data Processing? Oct. 2 
Conflict 
Peacemaker or Troublemaker? Sep. 21 
Problems on the Job: Mental 
Stress in Masquerade? (D).. Nov. 39 
A Question of Bias? (A)...... Mar. 17 
The Talk of the Office (C)..... Jun. 43 
What to Do When Tempers 
Jan. . 28 
Cost Control 
The Hidden Profit in Employee 
Dec. 21 
Put the Squeeze on Warehouse 
oc Nov. 7 
Six Ways to Cut Costs This 
Month (D)...... Jan. 34 
Space Savers That Cut Costs 
and Boost Morale......... Feb. 17 
The Supervisor and the Budget 
Part 1: The Purposes of a 
Part 2: The Budget Cycle... Jun. 8 
Part 3: How the Budget Af- 
fects You, How You Affect 
Jul. 5 
The Value of Value Analysis.. Oct. 19 
Counseling 
Can You Level with Your Sub- 
jul. 9 
How to Get Results from an 
shades Feb. 2 
Make the Most of Counseling 
On-the-Job Coaching: Meth- 
ods That Bring Results...... May 16 
Scaring Them Won't Help (D) Mar. 33 
Creativity 
Developing Ideas That Work 
Feb. 30 
Help Subordinates Make Their 
Suggestions Work.(D)...... Jul. 39 


Seven Steps to Better Problem 


Solving Aug. 
Decision Making , 
Getting Better Decisions from 

A Quiz for Decision Makers 

Nov. 
What Do You Know About Sta- 

Sep. 
Delegation 
Delegation: The Key to Success 

Jun. 
Don’t Let Subordinates Usurp 


Do You Have Trouble Dele- 


Feb. 
Discipline 
The Delayed Suspension (A).. Apr. 
Some Guidelines to Construc- 
tive Discipline (D)......... Apr. 
What to Do When Tempers 
When You Have to Say, “You're 
Sep. 
Dismissal 
(See also Turnover) 
A Logical Choice? (C)........ Nov. 
When You Have to Say, “You're 
Drug Control 
Can You Recognize Drug 
Aug. 


Employee Development 


Do Your Performance Apprais- 
Help Subordinates Make Their 
Suggestions Work (D)...... 


39 


39 


18 


28 

$6 

32 

16 

17 

11 

33 

28 

18 
43~ 

18 

= 

The Case of the Marginal _~ 

43 
Nov. 2 

Jul. 39 


An Individual Approach to Em- 
ployee Development (D)... 
Understanding the Needs of 
Your Subordinates......... 
Unfulfilled Potential? (C)... 


Government Regulations 


A Guide to Records Retention 


Occupational Safety and 
Health: What the New Act 


What the Supervisor Should 
Know About Fair Employ- 
ment Regulations (D)...... 


Grievances 
(See also Arbitration) 


Go After Employee Complaints 
Try a Problem-Solving Ap- 
proach to Grievance Han- 


Handicapped Employees 


Guidelines for Hiring Handi- 
capped Workers........... 
Their Handicaps Improve Their 
Performance (D)........... 


Hiring and Selection 


Guidelines for Hiring Handi- 
capped Workers........... 
Resentment in the Ranks (C).. 
Sizing Up the Success Quotient 
of Job Applicants.......... 


Human Relations 


Are You in Communication 
with Your Subordinates?. . . 
Better Human Relationships 
Through Better Communi- 


The Bond Between You and 
Your Subordinates......... 
Business Letters That Aren't All 
Lessons from a Communication 


“~ 


Jul. 


Nov. 


May 


Aug. 


Oct. 


Mar. 


. 41 


33 


14 


29 


22 


= 


. 14 


Supervisors Are Human, Too.. May 

Take the Strain off Working Re- 
lationships Dec. 

You Can Control Your Attitude Jul. 

Interviewing 

How to Get Results from an In- 

Feb. 
Make the Most of Counseling 

Sizing Up the Success Quotient 

of Job Applicants.......... Aug. 
Lateness i 

(See Absenteeism and Lateness) 
Leadership 
Exercising Leadership for Re- 

Leadership as Influence (D)... Apr. 
Supervisors Are Human, Too.. May 
Tips on Leading a Confefence 

Aug. 
Your Leadership Profile (D)... Mar. 
Listening 

(See Communication) 

Maintenance 
Keeping Track of Preventive 

Maintenance Schedules (D) Mar 
Management 
How Much Do You Know 

About Your Department? 

Dec. 
Letter to a New Supervisor... Jul. 
The Management in Super- 

Sep. 
The Mess in the Factory (D).. Oct. 
A Short History of Management 

Jun. 
Solving Problems Through 

Company Channels. ....... Sep. 
Why We Follow the Chain of 

May 
Management Trends 
The Secretarial Role in Tran- 


DECEMBER 1971 


21 


25 


36 


15 


. 22 


43 


Va 
17 
Apr. 42 
? 
36 
2 
21 
29 
46 
Oct. 38 
Mar. 13 
sep. 43 
Aug. 7 28 
What Is a Good Secretary?.... Aug. 14 ? 
2 
31 
ul. 20 
| 
Ap, 
UM | 


Some Reservations About the 
4-Day Week (D).......... 
What’s Happening to Your Au- 
What the Supervisor Should 
Know About Fair Employ- 
ment Regulations (D)...... 


Marginal Employees 


Borderline Performance? Con- 
front the Problem Now.... 


The Case of the Marginal Mail- 


No. 1 Goal: Performance (D): . 
What to Do About the Mar- 

ginal Employee (D)........ 
When You Have to Say, “You're 


Meetings 

Getting Better Decisions from 

Planning and Conducting an 
Effective Meeting (D)...... 

Tips on Leading a Conference 


Why Meetings Jump the Track 


Methods 


Baseline Management: Control 
Technique for New Products 
Checklists: Shortcut to Prob- 
Getting Better Decisions from 
Go After Employee Complaints 
How to Improve Clerical Ac- 


Motivation Through Need Ful- 
cases 
On-the-Job Coaching: Meth- 
ods That Bring Results..... 
Seven Steps to Better Problem 
A Short History of Management 


Nov. 34 


Jan. 21 


Mar. 29 


Aug. 29 


Dec. 7 
Sep. 35 


jul. 28 
Aug. 2 


Apr. 30 
Sep. 2 
Oct. 10 
May 1 


6 
Aug. 


Jun. 36 


The Supervisor and the Budget 
Part 1: The Purposes of a 
cc 

Part 2: The Budget Cycle... 
Part 3: How the Budget Af- 
fects You, How You Affect 


Training Methods for the Su- 
A Way to Control Clerical 


What Do You Know About Sta- 
Work Simplification: Key to 
Greater Efficiency......... 


Methods Improvement 


Developing Ideas That Work 
The Value of Value Analysis. . 
Work Simplification: Key to 
Greater Efficiency......... 


Motivation 


(See also Appraisal; Communication) 


The Bond Between You and 
Your Subordinates......... 
Do You Motivate Your Subor- 
dinates?...... 
High Motivation, High Produc- 
eat 
Keep Your Emergency Crew 
Keys to Employee Motivation 


No. 1 Goal: Performance (D). . 
Space Savers That Cut Costs 
and Boost Morale......... 
Understanding the Needs of 
Your Subordinates......... 
What’s in a Job? (D)......... 


Our Changing Society 

Litter Disposal: New Problems 
Call for New Habits....... 

Occupational Safety ‘and 
Health: What the New Act 


What the Supervisor Should 
Know About Fair Employ- 
ment Regulations (D)...... 


(A)—Arbitration; (C)—Case; (D)—Digest 


44 SUPERVISORY MANAGEMENT 


Apr. 12 
Sep. 12 
Jan. 31 


Dec. 31 


Nov. 14 


May 2 
May 29 jul. 5 
Jun. 28 
Jan 2 
Aug. 43 Mar. 2 
Sep. 28 
Jul. 41 
Feb. 30 
Sep. 18 Oct. 19 
Mar 2 
jul. 28 
Jan. 13 
| 
Motivation Through Need Ful- 
Oct. 10 
Sep. 28 
Jan. 11 
jul. 36 
The Management in Super- 
Mar. 11 
May 29 


Baseline Management: Control 
Technique for New Products 
A Guide to Records Retention 
How to Improve Clerical Ac- 


Personal Management 


The Cat as Educator (D)...... 
Consumer Rights Under the 
Fair Credit Reporting Act (D) 
Give Your Car This. Safety Test 
Guard Against Electrical Failure 
How to Get a Good Night's 
How to Survive Your Vacation 
Manage Your Money to Get the 
Things You Want (D)...... 
Ways to Ward Off Burglars (D) 
What Every Driver Should 
Know About Drinking (D).. 
What You Should Know About 
Home Lighting (D)......... 


Planning 


Delegation: The Key to Success 
Don’t Let Subordinates Usurp 
Your Time (D) 
Do .You Have Trouble Dele- 
How Are You Wasting Your 
Keeping Track of Preventive 
Maintenance Schedules (D) 
Make Your Minutes Count (D) 
Make Your Time Pay Off..:.. 
Planning and Conducting an 
Effective Meeting (D)...... 
Why Meetings Jump the Track 


Plant and Equipment 


A Color Scheme for Plant 


aperwork 
(See Clerical Control; Writing) 


jul. 


Keeping Track of Preventive 


Maintenance Schedules (D) Mar. 38 
The Mess in the Factory (D)...4 Oct. 31 
Put the Squeeze on Warehouse 

Storage Space............. Nov. 7 
Problem Solving 

(See also Creativity) 

Checklists: Shortcut to Problem 

Sep. 35 
Seven Steps to Better Problem . 

Solving (D)........4 Aug..39 
Solving Problems Through 

Company Channels........ Sep. 15 
Try a Problem-Solving Ap- : 

proach to Grievance Han- 

OB 
Productivity. 

(See also Methods; Motivation) 
Appraisals That Lead to Better 

Mar. 8 
High Motivation, High Produc- 

tivity (D)...... Jan. 31 
The Mess in the Factory (D)... Oct. 31 
No. 1 Goal: Performance (D).. Sep. 28 
Put the Squeeze on Warehouse 

Work Simplification: Key to 

Greater Efficiency. ......... Mar. 2 
Promotions 
Supervising People You Used 

to Work Beside (D)........ May 33 
What's Your Promotion Poten- 

Public Speaking 
Some Tips on Speaking Infor- 

Jun. 40 
Quality Control \ 

(See Communication; Cost Control; 

Training; Value Analysis) 

Safety 


Can You Recognize Drug 


DECEMBER 1971 45 


| 
Dec. 7 
m 33 
Apr. 30 
Apr. 23 
May 25 
Nov. 28 
Mar. 25 
Feb. 24 
Jun. 24 
Aug. 25 
Sep. 24 
jan. 24 
Jul. 24 
Jun. 16 
May 39 
Feb. 8 
Nov. 32 
Mar. 38 
Jan. 40 
Apr. 2 
Mar. 29 
Jan. 13 
| 
| 


A Color Scheme for Plant 
Keep Your Emergency Crew 
For Safety’s Sake: Make the 
Most of Posters, Signs, and 
Now | Have the Safest Shift... 
Occypational Safety and 
Health: What the New Act 


Safety: A Matter of Attitudes. . 


Secretaries 


What Is a Good Secretary?... 


Self-Development 


After the Training Program: 
Are You in Communication 
with Your Subordinates?. .. 
Before You Try to Make a 
How Are You Wasting Your 
How Much Do You Know 
About Your Department? 


The Importance of Being Ob- 

TTT 
Learning from Mistakes...... 
Letter to a New Supervisor... 
Make Your Minutes Count (D) 
Make Your Time Pay Off..... 
The Mistakes You Shouldn’t 


A Plan for Improving Your Pro- 
fessional Stature (D)....... 
A Quiz for Decision Makers (D) 
A Silent Supervisor Decides to 
What Do You Know About Sta- 
What Should You Know About 
Electronic Data Processing?. 
What’s Your Promotion Poten- 


Apr. 39 


Dec. 31 


Aug. 32 
Dec. 18 


Nov. 14 
Feb. 15 


Nov. 22 
Aug. 14 


Apr. 17 
Jul. 20 
Aug. 23 


Nov. 32 


Dec. 28 


Jun. 19 
Jun. 21 
2 
Jan. 40 
Apr. 2 


- Feb. 21 


Oct. 27 
Nov. 36 


Aug. 12 
Sep. 32 


2 
Jul. 36 


Feb. 33 


When There’s a Reasonable 

You Can Control Your Attitude 
Your Leadership Profile (D)... 


Special Supervisory Problems 


Problems on the Job: Mental 
Stress in Masquerade? (D).. 
A Question of Bias? (A)...... 
Reason for a Raise? (C)...... 
Recognizing and Treating the 
Problem Drinker.......... 
Supervising People You Used 
to Work Beside (D)........ 


Suggestions 


Help Subordinates Make Their 
Suggestions Work (D)..... 
The Hidden Profit in Employee 


Supervisory Relationships 
(See also Boss-Supervisor 
Relationships) 


How Do Other Supervisors 
Supervising People You Used 
to Work Beside (D)........ 


Training 


Jun. 33 
Jul. 17 
Mar. 36 


Nov. 39 
Mar. 17 
Feb. 43 
May 6 


May 33 


jul. 39 


Dec. 21 


(See also Communication; Delegation; 
Employee Development; Safety) 


After the Training Program: 
Better Training Through Com- 
munication Theory (D)..... 
Now | Have the Safest Shift... 
Seven Steps to Giving Clear In- 
Some Basic Training Principles 
Training Methods for the Su- 


Turnover 
(See also Dismissal) 


Tackling the Turnover Problem 


(A)—Arbitration ; (C)—Case; (D)—Digest 


46 SUPERVISORY MANAGEMENT 


Apr. 17 


Oct. 35 
Dec. 18 


Jun. 11 
Jul. 14 


Jun. 28 


Feb. 37 


The Secretarial Role in Tran- | 
lan. 7 
May 33 
| 
Cus 


Value Analysis Writing 
The Value of Value Analysis... Oct. 19 (See also Communication) 
Business Letters That Aren’t All 


Women Employees Apr. 7 
Successful Supervisor, Success- How to Write a Better Memo.. May 12 
ful Mother: How One Wom- Keep Your Business Letters In- 
an Handles Both Roles (D).. Jan. 37. —_—_—tteresting-(D).............. Feb. 27 
What the Supervisor Should * Make a Good Impression When 
Know About Fair Employ- Oct. 15 
ment Regulations (D)...... May 29 OF Jan. 18 
Authors 
Adams, Raymond J. The Hidden Profit in Employee Suggestions. :............... Dec: 21 
Anthony, Philip, and William P. Anthony. Try a Problem-Solving Approach to 
Anthony, William P., and Philip Anthony. Try a Problem-Solving Approach to 
Atchison, Thomas J. What's Happening to Your Authority ....................665. Jan. 21 
Beegle, Bernard B. The Message That Is Sent Without Words .................55. Feb. 12 
Benton, Lewis R. The Mistakes You Shouldn’t Make .................00ceeeeee’ Feb. 21 
Bristo, Clois E. Do You Motivate Your Subordinates? Sep. 12 
Brock, Luther A. Business Letters That Aren’t All Business ..................005. Apr. 7 
Brown, Charles S. Can You Recognize Drug Abuse? Aug. 18 
Byrne, Dennis. Supervisors Are Human, TOO ....May 21 
Carlisle, Howard M. The Bond Between You and Your Subordinates ............. Apr. 12 
Casstevens, Emery Reber, and Bill C. Lovin. On-the-Job Coaching: Methods That 
Culbreth, George. Appraisals That Lead to Better Performance .................. Mar. 8 
Dexter, John. Can You Level with Your Subordinates? ....... jul. 9 
Dyer, Frederick C., and Chris W. Ford. Guidelines for Hiring Handicapped 
Ford, Chris W., and Frederick C. Dyer. Guidelines for Hiring Handicapped 
Friedman, Walter F. Put the Squeeze on Warehouse Storage Space .............. Nov. 7 
Fuhro, Wilbur J. Work Simplification: Key to Greater Efficiency ..............4.6. Mar: 2 
Gold, Rosalind. Space Savers That Cut Costs and Boost Morale .................4. Feb. 17 
Grandy, C. C. Do Your Performance Appraisals Backfire? Nov. 2 
Grote, Richard C. Why Meetings Jump the Track .... Jan. 13 
__—Do You Have Trouble Delegating? .............. Feb. 8 
__—Make the Most of Counseling Sessions ..........2c.cceeceeeececnceeeeees Sep? 7 
Hall, W. S. Lessons from a Communication Blunder ...... Nencvdedeccsesmenne Dec. 14 
Hermone, Ronald H. How to Get Results from an Interview ..,.............455. Feb. 2 
Kazakoff, Peter. A Way to Control Clerical Backlogs Jan. 2 
Lefsky, William. Seven Steps to Giving Clear Instructions .............: Jun. 11 


DECEMBER 1971 47 


Losey, Michael R. Go After Employee Complaints Aug. 2 
Lovin, Bill C., and Emery Reber Casstevens. On-the-job Coaching: Methods That 
Mayfield, Harold. Understanding the Needs of Your Subordinates ............... Jan. 11 
Litter Disposal: New Problems Call for New Habits .................eee0e: Mar. 11 
Mitchell, Brooks. Let Your Subordinates Be in the Know ...............00000000. Apr. 19 
Moore, W. Calvin. After the Training Program: Back on the Job .................4. Apr. 17 
Peskin, Dean B. Sizing Up the Success Quotient of Job Applicants .............. Aug. 7 
Reeves, Elton T. How Do Other Supervisors Rate You? ............6.020ceseeues Jan. 7 
Samaras, Thomas T. Baseline Management: Control Technique for New Products ..Dec, 7 
Spessard, John E. What Should You Know About Electronic Data Processing? ..... Oct. 2 
Stapleton, Richard C. When You Have to Say, “You're Fired.” .............00000- Sep. 18 
Stead, Bette Ann. Make a Good Impression When You Write ................... Oct. 15 
Stern, Richard. Better Human Relationships Through Better Communication. ...... Jun. 4 
Stone, Morris. |f You Were the Arbitrator 
__His Most Embarrassing Moment ............. eGbddbnneksenesdccedeaesaun Aug. 17 
Tade, George T. How to Write a Better Memo ...............545. err May 12 
Vonder Haar, T. A. Motivation Through Need Fulfillment ...................005- Oct. 10 
Weiss, Alan. Borderline Performance? Confront the Problem Now ............... Dec. 2 
Delegation: The Key to Success Is Preparation ............0.ccceeecceeeees Jun. 16 
The Supervisor and the Budget 
Part 3: How the Budget Affects You, How You Affect the Budget ............. Jul. 5 
Sitent Supervisor Decides to Speak Up ... Aug. 12 
Weren, Arthur D. Occupational Safety and Health: What the New Act Means ....Nov. 14 
Wilkinson, William Roderick. Letter to a New Supervisor .............0.0000000 Jul. 2 
Woodruff, William R. Are You in Communication with Your Subordinates? ........ Jul. 20 


48 SUPERVISORY MANAGEMENT 


XUM | 


UM 


